
How to Make a Payment 

1. Under the Account Summary tab, then click Account Summary, you will be able to view your 

current and outstanding invoices as well as schedule a payment.  

 

 

 

2. When you click on “Schedule a Payment”, the following will appear on the screen. On the left-

hand side with the boxes, you may select to pay for all the invoices by clicking on the first box or 

indicate the specific invoice you wish to pay for by selecting the box next to the invoice. 

3. The payment amount on the column furthest to the right will be populated automatically with 

the full payment amount of the invoice and cannot be changed. 

4. You may then select the exact funding source type you wish to use and the funding account 

number. The payment date must be entered as today’s date, otherwise you will receive an error 

at the next step.  

5. Hit Continue. 

 



 

6. Review the information to ensure that it is accurate and select “Confirm”.  

 



 

7. Congratulations, you have now made an electronic payment. You may elect to check your 

payment status or make another payment.  

  

 

 


